
User Manual 

 

 

 

 

 

 

Maine Department of Education 

Food Distribution Program 

Sponsor Administrator User 

Manual 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
Copyright © 2021 by Colyar Technology Solutions. All rights reserved. P a g e  2 

 

Table of Contents 
Getting Started .............................................................................................................................................. 3 

Sponsor Summary ......................................................................................................................................... 7 

 Applications Tab ................................................................................................................................................... 7 
 Entitlement Tab .................................................................................................................................................. 11 
 Surveys Tab ......................................................................................................................................................... 11 
 Allocations Tab ................................................................................................................................................... 13 
 Inventory Tab ...................................................................................................................................................... 14 
 Orders Tab .......................................................................................................................................................... 15 
 Invoicing Tab ....................................................................................................................................................... 18 
 

The Annual Process ..................................................................................................................................... 18 

Reports ........................................................................................................................................................ 19 

Resources .................................................................................................................................................... 19 

Security ....................................................................................................................................................... 19 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
Copyright © 2021 by Colyar Technology Solutions. All rights reserved. P a g e  3 

 

Getting Started  

Logging into CNPWeb 

Direct your web-browser URL to https://www.CNPWebsite.com/Maine/Login and enter your 

assigned User ID and Password. 

 

Figure 1:  Login Screen 

Navigation 

On the next screen, select the FDP Program from the list (see Figure 2 below).  You may only 

see the FDP Program as an option depending on your security settings. 

 

Figure 2:  Program Selection screen 

 

https://www.cnpwebsite.com/Maine/Login
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The next screen will either be the Notice screen (see Figure 3 below) or the Program Year 

selection screen (see Figure 4 on the next screen).  The Notice screen, if it is enabled by the 

state, will contain a message from the Maine Department of Education (MDOE) to all Sponsors.  

Figure 3 below is a generic example of what the message might look like. If you are directed to 

this page, use the Continue button to proceed. 

 

 

Figure 3:  Notice screen 
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Next you will be taken to the Program Year selection screen. The system will initially have at 

least one Program Year.  You MUST select a Program Year to continue.   

 

Figure 4:  Program Year selection after Log In 

Once you have selected a year, you will most likely be taken to the home page for your 

Receiving Agency, i.e., a Sponsor.  Throughout the CNPWeb system, you will see Sponsor used 

instead of RA.  Therefore, the screen where you will spend most of your time is called the 

Sponsor Summary screen (see Figure 5 below). 

 

Figure 5:  Typical Sponsor Summary screen 

On occasion, you may do data entry for more than one Sponsor.  If that is the case after you 

login and select the Program Year, the system will prompt you with a list of the Sponsors you 

have permission to see. You would select the Sponsor with whom you would like work and it 

will then take you to their Sponsor Summary screen.   

If you want to change to a different Sponsor during that session, use the Sponsor link in the 

upper right hand corner of the page (see Figure 6 below).  Both the Program Year link and the 

Sponsor link will show in the upper right-hand corner of every page.   
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Figure 6:  Sponsor Link and Sponsor Selection screen 

Also note in the upper left-hand corner of the page just under the Main Menu there is a string 

of links to section/page names.  This “breadcrumb” trail will always be displayed on every page 

(see Figure 7 below) to help you find your way around.  Finally, the Main Menu (the navy-blue 

section with white links just under the MDOE logo) will also appear on every page.  Each user 

will see different items on the Main Menu due to security and access settings. These Group and 

User Settings are controlled by MEDOE so if you have questions or problems with your user 

account or security contact them. 

 

Figure 7:  Breadcrumb links and Main Menu above 
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Sponsor Summary 
When you click on the Sponsor Summary link from the Summary Main Menu Item you are 

taken to the Sponsor Summary page, which condenses data down into an easy to use tabular 

layout   On the Sponsor Summary page there are seven tabs:  Applications, Entitlement, 

Surveys, Allocations, Inventory, Orders, and Invoicing.   

 
Figure 8:  Sponsor Summary page on default tab, Applications 

Applications Tab 

The Applications tab (Figure 8 above) is where you will find the Sponsor Application Sheets and 

the Delivery Location Information Sheets. At the beginning of every Program Year, typically in 

January/February, when you enter this tab you should see a link to Add a Sponsor Application 

Sheet and the name of at least one Delivery Location Information Sheet.   

This tab can be viewed by both State and Sponsor users.  The Sponsor is responsible for 

completing the Sponsor Application (see Figure 9 on the next page) and the Delivery Location 

Information sheets (see Figure 10) on this tab.   

The basic information on these forms will rollover year to year to ease the effort of data entry 

for you.    However, if this is the first year that you are using CNPWeb, there may be some more 

data entry effort than you will have in subsequent years.  During data entry if there are errors 

on the form, it will tell you in exactly what needs to be fixed to complete the form.  Figure 9 on 

the next page is the entire Sponsor Application with all the required fields highlighted in red 

and the errors for those fields displayed.   

Fill out the required fields and check the Certification checkbox at the bottom.  Click Submit.  If 

there are no errors, then the form will move to Pending Approval Status.  At that point MEDOE 

will check the form and formally approve it.  Once MEDOE is done approving it, you will see its 

status change to Approved on your Applications Tab.  The Delivery Location Information sheet 

(see Figure 10) works similarly.  Answer all the required questions (highlighted in red in the 
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example), submit it without errors and it will go to Pending Approval status.  MEDOE will 

approve it and it will change to Approved status on your Applications tab. 

If anything changes during the year, you can come back in and update either of the forms and 

re-submit it to MEDOE for re-approval. 

 

Figure 9a: Sponsor Application with Errors for Required fields, top 
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Figure 9b:  Sponsor Application with Errors for Required fields, bottom 
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Figure 10: Delivery Location Information Sheet with Errors for Required fields 
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Once you are done entering your Applications on the Apps Tab, then you will need to wait for 

notification from MEDOE that the Annual Survey is ready for you to enter the commodities you 

want for the year.  NOTE:  You CANNOT complete the Annual Survey, which usually occurs in 

February, until the two forms on this Applications tab have been completed and approved by 

MEDOE. 

Entitlement Tab  

The Entitlement tab will display the Program (other than FDP) the Sponsor is participating in, the 

amount the Sponsor was originally given, how much has been used to date, and the remaining 

balance (see Figure 11).  MEDOE will be responsible for entering this data and keeping it up to 

date as the Program Year progresses. 

 

Figure 11: Entitlement Tab example 

Surveys Tab 

The Surveys Tab is where you will go to take the Annual Survey every February.  Once MEDOE 

has it set up and open to Sponsors you will see it appear here with a link that will take you into 

the Survey to enter the commodities that you would like to receive.  Occasionally, MEDOE may 

do other Surveys during the year, due to bonus or surplus being made available, those will also 

show here if it is opened to Sponsors. 

 

Figure 12:  Surveys Tab example 
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Once you click the Edit link you will be taken to a page where the Product Categories that are 

available on the Survey will be listed (Figure 13).  IN the expel below only a Fruits category is 

available, but there will be several categories that you typically expect like Beef, Poultry, Flour, 

etc.   

 

Figure 13:  Survey Entry Product Category screen 

By clicking on the End Products button in the second column you will go to a data entry screen 

(see Figure 14 below) where you can enter the number of each product in that category that 

you want for each month of the Program Year. 

 

Figure 14:  Survey Entry screen for a Selected Product 
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The Calc button will total up the number of cases for the year but it will not save the form.  Only 

the Submit button will calculate AND save the data entered.   After you enter the numbers for a 

particular product, you can click Submit and it will take you to a Successfully save message. Click 

the link at the bottom and it will return you to the first screen listing all the Product Categories 

so you can continue through them all.   

MEDOE will give you a deadline by which you must complete the Survey data entry.  Once that 

date passes, they will close the Survey and you will only be able to view what you selected on 

the Survey tab. 

 

Allocations Tab 
 

The Allocations tab on the Sponsor Summary will show what has been received from the USDA 

and reserved or allocated for you (see Figure 15 below).  This is called the Fill process for 

MEDOE.  Once this occurs you can start making Orders on the Orders Tab and you will see 

Entitlement gets drawn down. 

 

Figure 15: Allocations Tab screen 

Note that you can view Allocation details by clicking the View button and will receive the screen 

shown in Figure 16 below.  Allocations can occur more than once and for various surveys and 

reasons. 
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Figure 16: Sponsor Allocations detail example 

 

Inventory Tab 

The Inventory Tab on the Sponsor Summary is, again, customized for the Sponsor Users.  Figure 

17 below shows a typical Inventory tab with an expanded inventory item. 

 

Figure 17: Inventory tab screen 

 

Note that it will show available quantities still left for different allocations. 
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Orders Tab 

The Orders tab on the Sponsor Summary is where you will go to not only view existing orders 

but to update them.  In Figure 18 below is an example of a typical orders screen that you will 

see. 

 

 

Figure 18: Orders Tab 

To enter an Order, click on the New Order button (see Figure 18).  To view or edit use the 

Action links for any existing orders.   

 

To Add an order, you must first select the location you want it delivered to (Figure 19 below) 

and the Delivery Period you want it for, and the system will take you to the next screen. 

 

 

Figure 19: Select Location and Period 

 

On the next screen you will see all the commodities available for order and you can enter the 

quantity you want for each (see Figure 20 below).   
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Figure 20: Order Entry form 

 

The Next Page button calculates the quantities and displays your order for review (see Figure21 

below).  If you are okay with the order, they click Submit.  If not, you must use the Prev Page 

button to go back to the Order Entry page (see above image) and update quantities, then come 

back to the final page to Submit the order. 
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Figure 21: Order Submit page 

Once orders are entered, they will appear on the Orders Tab (see Figure 22 on the next page). 

 

Figure 23: Orders Tab example 
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Invoicing Tab 

The Invoicing tab will not contain data because Maine will not be using the invoicing 

functionality.     

 

The Annual Process 

This section is simply to list out, in order the things that a Sponsor will need to do to participate 

in FDP.   

1. January/February  
a. Complete the Sponsor Application and Delivery Location Information Sheet on the 

Applications Tab of the Sponsor Summary.  These forms must be in Approved status 
before moving on to Step #2. 

b. Ensure that your entitlement is showing in the Entitlement Tab.  If it isn’t, contact 
MEDOE. 

 

2.  Mid to Late February 
a. Complete the Annual Survey on the Surveys Tab of the Sponsor Summary before the 

MEDOE close date 
b. Work with MEDOE, if necessary, to adjust your Survey entry if they contact you for 

that purpose. This may be due to track balancing issues or a product that has 
recalled, etc.  There are a variety of reasons this might occur and MEDOE will work 
with you to adjust things. 
 

3.  March thru July  
Periodically check to see if there are any new surveys available on the Surveys Tab or 

any notifications via email from MEDOE about changes in the system.  The Notice 

Screen that you receive after logging in might have updates there as well. 

  

4. July/August 
Keep an eye on your Allocations Tab on the Sponsor Summary screen to see when 
commodities arrive in the warehouse and will be reserved for you.  Once MEDOE has 
Filled and Allocated everything you can proceed to step 5. 
 

5. September thru December 
a. Once the MEDOE has Filled and Allocated the products, you can enter your 

Orders via the Orders tab on the Sponsor Summary screen 
b. The warehouse will deliver your products based on the Orders you have entered. 
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Reports 

This is a Main Menu item (near the top in the blue section of the screen). Any reports that you 

have access to will be linked from here.   

 

Figure 24:  Example of the Report Menu 

To view a report, click the link.  Some reports, like the example above, will ask you to select 

some parameters (see Figure 25 below). 

 

Figure 25:  Report parameters example screen 

Select the appropriate data for your report and click the View Report button.   The report will 

then appear on the screen. 

Resources 

This is also a link in the Main Menu that typically leads to the MEDOE website where you can 

find information about the various child nutrition programs MEDOE administers, links to USDA 

resources and MEDOE program contacts. 

Security 

Each user is responsible for what occurs under their User ID.  CNPWeb allows you and USBE to 

manage the distribution of federal funds for food programs so there is a legal and financial 

liability in using the site, which in turn means you are responsible if you do not follow CNPWeb, 

state and federal security guidelines.   The following are some tips on how you can utilize 

CNPWeb to properly maintain security.  USBE and the USDA will have their own policies, 

training, materials, and expectations regarding security, so these tips are only intended to 

complement, not replace, your state and federal rules and regulations.   
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Tips 

• Follow the Password Guidelines and do not use anything easy to guess like birthdates, 

family names, common words, etc.  The purpose behind the guidelines is to make your 

password with as many different types of letters, numbers, and symbols as possible.  This will 

make it harder for automated password attack programs to figure out what it might be. 

 

Figure 26:  Password Guidelines for CNPWeb 

• Do NOT write down your password.  Do NOT leave it anywhere easy to find like under 

your keyboard, in a desk drawer or taped to your monitor.  The most frequently used method 

to steal a password is to search someone’s desk because writing it down is the most common 

mistake that people make. 

• Do NOT leave CNPWeb logged in and walk away from your computer.  Always log out if 

you are going to leave the computer unattended.   The forms in CNPWeb are made so that they 

can be saved at almost any point in the process (in many cases completely empty) so you can 

return to complete them later.  This is so that you do not have to worry about completing long 

forms in one sitting and to avoid the security risk of users leaving CNPWeb open and 

unattended.   

• Do NOT open multiple windows or tabs in your browser of the CNPWeb site. 

• Do NOT share your password with other users.  Several of the forms require that the 

user certify that all the information on the form is true and correct.  If someone else certifies 

inaccurate data on a form for fraudulent purposes using your user log in, then you will be held 

responsible. 

Changing Your Password 

Occasionally you may need to change your password.  Contact your Program Administrator at 

MEDOE for assistance in this matter. 

 

 


